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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 

nguyenh
Sticky Note
Unmarked set by nguyenh
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CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 14
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Mitchell Pryor
	SUPERVISOR'S CLASS: Business Service Officer I ( Supervisor)
	personnel analyst: JCM for BS
	personnel date: 12/07/2011
	PERCENT OF TIME: 











45%
	activity: POSITION SUMMARY
Under general supervision of the Business Service Officer I, perform the less complex work.  Utilize a variety of typesetting, page layout, graphic, and scanning software, and operate on multiple computer platforms to prepare, layout, and make print-ready electronic forms, publications, brochures, and other display materials produced by departmental staff, for traditional or digital publication. 

ESSENTIAL FUNCTIONS
This position requires the incumbent to work cooperatively with others, maintain regular,  consistent, and predictable attendance, and exercise good judgement.  The specific essential duties are:

Develop and maintain electronic and hard copy versions of departmental forms; ensure that forms are formatted to meet State and departmental guidelines; utilize various software programs such as Adobe Acrobat, Microsoft Word and Excel, to create interactive electronic versions of forms that are easily accessible for either departmental staff or public use.  Coordinate with the webmaster in the Division of Technology Services to place forms on the PPS web site.  Duties may include but are not limited to the following:  
- Work with Materials Management Unit warehouse staff to maintain version control and file integrity for the Department's forms, creating print ready digital files of forms for reproduction in order to maintain stock of hardcopy forms/envelopes in the Warehouse.  
- Complete the annual forms inventory report mandated by the Department of General Services by collecting information from the forms database and work with Departmental staff.  
- Work with business process owners to create, revise, or reinstate hardcopy and interactive electronic/digital versions of departmental forms that are easily accessible for either departmental staff or public use.
	classification: Digital Composition Specialist I
	appointee: Vacant
	dwr position number: 50000051
	sap personnel no: 
	sap position number: 0651-7255-XXX
	division: DMS/BIO/ Printing Production Services
	mcr: 
	percent2: 












20%









10%








10%




	activity2: - Create traditional or the digital versions of charts, diagrams, publications, brochures, note pads, stationery, route slips, report covers, certificates, etc. for departmental staff and act as liaison between departmental staff and Printing Production Staff in the printing/reproduction of the requested end-product, utilizing established Legislative and Departmental standards or examples, and any Union requirements, if applicable.  
-  Prepare layouts for production of items. 
-  Meet and work with departmental clientele to determine an agreed-upon end product and make revisions for proper job specifications and design, re-design, and/or layout enhancements.  This may require driving a vehicle on public roadways. 
-  Plan and prepare print-ready copy or electronic files working from copy or digital media.  Use appropriate software, such as Photoshop, InDesign, and Illustrator to retrieve the digital images and produce the color separations. 

Digital Pre-press
Perform the less complex technical work related directly to the front end software applications of Printing Production Services' digital print equipment.  Format digital files to be print ready using adobe Creative Suite line of products as well as Fiery front end software interfaces.  Prepare print ready files by digitally inserting tabs, crop marks, custom color, pagination, and variable data. Set up images to be ganged up on single sheets, merge files, and create PDF documents.  Calibrate proofing and output devices to PC and Apple Mac located within Printing Production Services.  Prepare jobs for Digital Print Operator staff to be output on digital output equipment utilizing specific finishing capabilities. 

Organization Charts
Work with the Classification and Placement staff and administrative staff in the creation and maintenance of electronic departmental organization charts, for timely posting to the Department's intranet utilizing Visio software.  Specifically, incumbent may be required to perform, but will not be limited to the following: 
- Update and maintain all of the department’s organization charts with new personnel actions, such as, new hires, transfers, and separations.
- Format new or reorganized charts to meet department guidelines.

Digital Printing
Back-up and assist the Digital Print Operator staff in order to complete various printing via the digital printing equipment.  Using various software applications related to digital printing equipment, prepare and manipulate digital files for completion using several different digital print devices. 

Modify digital files utilizing various kinds of software to adjust files as necessary for job completion (i.e., sizing, cropping, masking, rotating, shading, merging, adjusting color, cut and pasting).  Enter print commands (i.e., number of copies, duplexing, booklets, Z-fold, etc) into software that drives digital print equipment.  Perform manual document manipulation as necessary to print and/or 
	percent 3: 



10%






5%
	activity3: complete jobs.  Must maintain full knowledge and follow all safety requirements and environmental regulations and practices applied in the operation of digital printing equipment and industrial workplace safety practices.

Business Card Coordinator
Coordinate the Department's color business card program.  Create web submission modules for best methods for receiving electronic requests for business cards.  Merge electronic pdf files to create single page layout and crop marks on color business cards. Proof all business cards before going to press and ensure proper print coverage after press.  Coordinate with Departmental clientele to ensure  proper format is adhered to.

Back-up Digital Composition II Specialist  in his/her absence.  

SPECIAL REQUIREMENTS
Must be willing to work under noisy conditions, be able to stand for long periods of time,  and move up to 50 pounds.  Must posses a valid California Driver's License.

Knowledge of proper punctuation, spelling, and grammar; basic printing typography including fonts, point sizes, and spacing; page layout software; capabilities and operation of computer operating systems; basic printing and publishing terminology; proper equipment maintenance; page design; basic mathematical computations; inks, paper, and other material used in publication manufacturing processes; preparation of materials to be used in publishing, and color separations for 4-color process printing; basic computer programming techniques; and basic relational databases. 

Ability to identify and distinguish colors (color vision); to compare, copy, compute, compile, analyze, coordinate, synthesize, apply, and interpret policies, procedures, rules, guidelines; 
be flexible while meeting multiple work priorities and  deadlines; work with various levels of staff; 
communicate effectively; follow oral and written directions; use specialized software applications in the composition of various publications; and analyze critical and problematic situations and make recommendations


	supervisor name: Mitchell Pryor
	employee name: 


